State of California DEPARTMENT OF WATER RESOURCES The Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Senior Management Auditor 0120-4161-590 50000205 |
APPOINTEE SAP PERSONNEL NO. [ DIVISION/SECTION

Executive/ Internal Audits Office

COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:

01

RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[E] Supervisory [] Lead Person Vacant Deputy Director

APPROVED BY (Personnel Analyst's Name) DATE

Jennifer Dong 9/30/04

P eg_c;j%rg of Activity

Under the direction of the Director of the Department of Water Resources or his designee, the Chief
of the Internal Audit Office has full responsibility for planning, organizing, directing and controlling
the activities and resources of the Office. The internal audit function of the Department
encompasses all organizational units, functions and operations of DWR. The responsibility for
conducting the audit operation could extend outside of the Department to examinations of the cost
records of local governments, independent contractors and utility companies who have contracts
with the Department.

Essential Functions

This position requires that the incumbent must have the ability to: 1) plan, organize and direct the
work of a staff engaged in a variety of complex technical, and management audits; 2) work
effectively with top level managers of DWR, other State agencies and other organizations; 3) speak
and write effectively; 4) maintain consistent and regular attendance; and 5) travel and work away
from the Headquarters Office as needed.

Oooooooo4oooogoogogoo

The specific essential duties are:

O

45% Make recommendations to ensure that the Department complies and adheres to State and
departmental policy, rules and regulations. Advise top management on proposed new policy rules
and regulations or changes to existing policy rules and regulations; direct and control the auditing
functions of the Department; ensure that audit programs are adequate to examine and evaluate the
internal control, financial compliance, and operation of auditees; direct the implementation of audit
programs; determine scopes of audit programs and areas of audit emphasis to maximize operating
efficiency and effectiveness; make changes and improvements to audit programs if they are not
responsive to management's needs; ensure that auditing procedures and techniques are uniformly
applied; ensure that audit findings are evaluated, supported, and reported properly and that sound
recommendations are made; review, edit, and verify the work with audit staff to improve audit

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.

SUPERVISOR’S NAME (Print) SUPERVISOR'’S SIGNATURE DATE
Vacant >

EMPLOYEE’S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.

EMPLOYEE’S NAME (Print) EMPLOYEE’S SIGNATURE DATE

>
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techniques and knowledge and interpretation of regulations, policies and procedures; work with
audit staff to resolve difficulties resulting from complex or controversial audits, reviews or
investigations; work with audit staff to analyze and examine complicated or inadequate fiscal and
accounting systems; provide on-site field supervision during the course of a complex and/or
sensitive audit; review audit accomplishments to ensure that predetermined objectives and goals
are met and, if not, where improvement can be made; meet and confer with departmental, public
and private officials about sensitive audit issues. Act as the contact person for any questions
about the Department's audit operations.

Direct the administrative function of the Internal Audit Office; hire new employees; provide
administrative supervision, i.e., approve and sign leave requests, review and approve travel claims,
rate performance, and motivate and develop staff to achieve established work performance goals.

Plan and coordinate the statewide auditing function of the Department: Set the policies for the
auditing activities of the Internal Audit Office; ensure that State Administrative Manual Section
20000 audit requirements for the Department of Finance are met; select other areas of audit
emphasis; develop an audit plan for each fiscal year including the related budget for personnel,
equipment, and operating expenses; control Internal Audit Office costs and measure these costs in
terms of the quality and quantity of the audit service provided; make all work assignments to audit
staff and develop an overall master schedule; review current developments to ensure that proper
audit coverage is being maintained; conduct special audits on requests from the Director or Deputy
Directors; prevent duplication of audit efforts; and assume responsibility for all reports of audit
findings submitted to the Director and to auditees.

Review and evaluate the Department’'s EDP systems of control to assure that the controls are
adequate to provide acceptable accounting and management information data and that the systems
comply with the EDP audit requirements as dictated by the Department of Finance.

Participate as a member on special task forces and other Committees at the direction of the top
management for the purpose of developing or formulating Department or State policy issues; and
attend seminars, conferences, and training courses to ensure that audit management and technical
knowledge is kept current
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	activity: Under the direction of the Director of the Department of Water Resources or his designee, the Chief of the Internal Audit Office has full responsibility for planning, organizing, directing and controlling the activities and resources of the Office.  The internal audit function of the Department encompasses all organizational units, functions and operations of DWR.  The responsibility for conducting the audit operation could extend outside of the Department to examinations of the cost records of local governments, independent contractors and utility companies who have contracts with the Department. 

Essential Functions

This position requires that the incumbent must have the ability to: 1) plan, organize and direct the work of a staff engaged in a variety of complex technical, and management audits; 2) work effectively with top level managers of DWR, other State agencies and other organizations; 3) speak and write effectively; 4) maintain consistent and regular attendance; and 5) travel and work away from the Headquarters Office as needed.  

The specific essential duties are:  

Make recommendations to ensure that the Department complies and adheres to State and departmental policy, rules and regulations.  Advise top management on proposed new policy rules and regulations or changes to existing policy rules and regulations; direct and control the auditing functions of the Department; ensure that audit programs are adequate to examine and evaluate the internal control, financial compliance, and operation of auditees; direct the implementation of audit programs; determine scopes of audit programs and areas of audit emphasis to maximize operating efficiency and effectiveness; make changes and improvements to audit programs if they are not responsive to management's needs; ensure that auditing procedures and techniques are uniformly applied; ensure that audit findings are evaluated, supported, and reported properly and that sound recommendations are made; review, edit, and verify the work with audit staff to improve audit
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	activity2: techniques and knowledge and interpretation of regulations, policies and procedures; work with audit staff to resolve difficulties resulting from complex or controversial audits, reviews or investigations; work with audit staff to analyze and examine complicated or inadequate fiscal and accounting systems; provide on-site field supervision during the course of a complex and/or sensitive audit; review audit accomplishments to ensure that predetermined objectives and goals are met and, if not, where improvement can be made; meet and confer with departmental, public and private officials about sensitive audit issues.  Act as the contact person for any questions about the Department's audit operations.

Direct the administrative function of the Internal Audit Office; hire new employees; provide administrative supervision, i.e., approve and sign leave requests, review and approve travel claims, rate performance, and motivate and develop staff to achieve established work performance goals.  

Plan and coordinate the statewide auditing function of the Department:  Set the policies for the auditing activities of the Internal Audit Office; ensure that State Administrative Manual Section 20000 audit requirements for the Department of Finance are met; select other areas of audit emphasis; develop an audit plan for each fiscal year including the related budget for personnel, equipment, and operating expenses; control Internal Audit Office costs and measure these costs in terms of the quality and quantity of the audit service provided; make all work assignments to audit staff and develop an overall master schedule; review current developments to ensure that proper audit coverage is being maintained; conduct special audits on requests from the Director or Deputy Directors; prevent duplication of audit efforts; and assume responsibility for all reports of audit findings submitted to the Director and to auditees.

Review and evaluate the Department's EDP systems of control to assure that the controls are adequate to provide acceptable accounting and management information data and that the systems comply with the EDP audit requirements as dictated by the Department of Finance.  

Participate as a member on special task forces and other Committees at the direction of the top management for the purpose of developing or formulating Department or State policy issues; and attend seminars, conferences, and training courses to ensure that audit management and technical knowledge is kept current
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